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Competency 1.3: Prepare oral presentations 
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Competency 1.4: Communicate with international and culturally diverse audiences 
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Competency 2.2: Perform word-processing functions 
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Competency 2.3: Perform spreadsheet functions 
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Competency 2 . 4 : Perform database functions 



o 

ERLC 



3 

a. 



r^ 

a> 

<3D 

c 

o 

CJ 

* 



Q 



u 

o 



3 

◄ 



a> 

H 



a> 

a 

H 



co> 

c 



x 

3 

Cl 

"E 

c 

o 



3 

"O 

uu 



<D 

*o 

c 

c3 



XJ 

c 

<3 

C 

C 

Uh 



-o 

c 

C3 



oo 



c 

o 

rj c/5 
wi Jr 

L- O 

o C/D 
3 oo 

a. c 

£ .2 

s « 

o .2 

U. *TT 
•2 & 
2 < 



X 

£ 



CO) 

c 



X 

3 

Cl 

c 

Q 

oo 

<D 

sf 

X 

3 

O 

00 



I/O 

ON 

O 



-a 

c 

3 

J£ 

C 

d 

x 

oo 



<n 

co> 

CO) 

o 

X 

c 

o 



D< CQ 



c 

o 



CL 

CL 

< 



3 

CL 

£ 

o 

U 

-o 

c 

C3 

oo 

c 



C3 

o 

X 

a> 



£ 

C/5 

H 



3: 

a 

U> 

0 



a 



r^ 

ON 

ON 

© 



c 

O 

l— 

O 

Z 



CL 

E 

o 

U 

o 

c 

o 



3 

-a 

o 



c 

o 

tC 

O 

Z 



a 

£ 

o 

U 



£ 

Vi 

H 



00 

c 



X) 

3 

CL 

C 

<D 



3 

O 

00 



NO 

ON 

ON 



"O 

c 

a3 

e 

c3 

£ 

X 

Vi 

d 

u 

*a> 

X 

C/D 



«/0 

ON 

OO 

£ 

o 

*o 

It 

o ~ 

^ "O 

r- uu 

a -a 

8 o 
2 E 

< c3 

<3 q 
S o 
2 1 
S Q 



£ 

00 

■o 

c3 

l- 

c3 

CL 

u 



cu 



c 

o 

d 

o 

*0. 

CL 

< 



£ 

op 

*0 

c3 

l— 

C3 

CL 

u 



cu 



no 

ON 

ON 

© 



£ 

o 

T3 

C 



4> 

0-. 

T3 



^ O 
00 NO 
C 1 

u. on 
3 C 

x -2 

0> £ 
tx 00 



£ 

op 

*5 

d 

Um 

d 

CL 

u 



cu 



m 

ON 

ON 

© 



"O 

c 

d 

>> 

1*3 



O 

GO 

3 



m 

oi 

<d 

c/5 

c3 

t> 

45 

ac 

rn 

(N 



3 

O 

X 

O 



d 

O 

u 

CL 

CL 

< 



"f 4 X 

< (N 



CO 

c 



X) 

3 

CL 

c 

(D 

C/5 

(D 



3 

O 

OO 



NO 

ON 

ON 

© 



TJ 

C 

3 

C 

o 

c 

u. 

3 

> 

>> C 

5 I 

00 CL 
x £ 

H | 

CU H 



a> 

CL 

■g 

o 

«3 

CL 



6 M 
3 

4) O 
&n ^ 

u, 1 — J 

3 

O ^ 

U I 

^ o 
« ■§ 
O' ^ 



a. 

x 



a 

a 



c 



£ 

oj; 



o 

.£ 

o 

o 

V) 

Vi 

< 

■o 

c 

3 



T3 

X3 



CQ 



ON 

ON 

© 



T 3 

c 

d 

c 

4> 

E 



Vi >i 

CD OO 

Vi 

J? u 
< < 
CL 

o 



c 

D 

‘o 

C 

o 



O U 



00 



CO 

c 



vH 

CV} 



£ 

co 

"O 

Cj 

u 

c3 

Cl 

U 



au 



x 

3 

Cl 



Q 



3 

O 

00 



m 

ON 

ON 

© 



X 

On 

On 

© 



E 

d 



O 

Z 

“O 

c 

d 

c 

o 

£ 

03 

X 



00 



c3 

H 

-o 

4) 

00 

c3 

CQ 

X 

o 



c 

o 



cx 

CL 



d 

X 

C3 

c3 

Q 



c 

o 



Cl 

< 

Vi 

Z 

O 

-o 

c 



NO 

o 

NO 



<D 

CL 

"E 

o 



00 



o 

Cvi 



Competency 2.5: Perform computer business graphics functions 
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Competency 2.6: Perform desktop publishing functions 
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Competency 2.7: Perform transcription machine functions 
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Competency 2.8: Apply telecommunications functions 






P 

ro 


u 


a> 


a> 


0X) 


J= 


« 


c/5 


Cu 


s 


c 


3 


o 


Cu 


a> 



£ 

go 

*5 

3 

Im 

3 

cu 

U 

s 

U 3 



3 3 

3 



2 £ 



E O 

•2 U 

3 OO 

.2 OQ 

fc W 



u 

o 

u 

oo 

ca 

w 



c 

3 

E 

3 

SXJ 

3 

c 

3 



3 

E 

< 



c 

3 

CL 

E 

o 

U 

Im 

3 

> 

o 

c 

o 

u 



g> g 

3 



S £ 



E O 

-£ U 

3 C /3 

.2 00 
fc W 

3 

u ° 

o § 

U '5 
oo - 
00 

UQ Q 



c 

_o 

£ 

Im 

O 

e* 

o 

U 

c 

o 



3 

"3 

tQ 



t>o 

c 



-O 

3 

CU 

c 

u. 

05 

t/5 

05 

£ 



3 

O 

00 



1 ■§ 

2 = 



3 

u 

o 

u 

oo 

CQ 

OQ 



o> 

Q 



co 

On 

ON 



3" 

ON 

ON 



VO 

ON 

ON 









© 



© 



© 



ON 

ON 

© 



rN 

ON 

ON 

© 



u 

o 

J5 



05 

JZ 

05 



"O 

c 

3 



*o 

c 



fc 

05 

£5 



C 

3 

£ 

"O 

05 

fi 

Uh 



c 

3 

0 X 5 

o 



*3 

C 

3 

o 

> 



-O 

3 

u 



Oj 

33 

H 



<y 

a 

>> 

H 



UQ 



a. 

a. 

< 

"3 

C 

3 

c/J 

E 

05 

Wi 

00 



c 

_o 

3 

o 

E 

3 

E 

E 

o 

05 

JC5 

05 

H 



oo 

On 

m 

UJ 



05 

in 

3 

05 



1m 

O 

£ 



> 
■ — , 

£ 



00 

3 

C 

O 

JZ 

o. 

05 

3 

H 

X3 

O 



3 

3 

g- 

c 

x; 

3 

3 

H 

3 

C 

o 



oc 

jy 

o 

c 

-C 

3 

3 

H 

-3 

C 

3 



3 



a 



3 

a. 

E 

o 

U 

3 

-C 

H 



c .2 

3 « 

05 ”3 
CL LU 

E -o 
o *- 
U ^ 
ox 5 ui 
.£ U 
.b= < 
5- ^ 

3 CL 

< IE 



oo 

On 

00 

UJ 



oo 

3 



*3 £ 

2 3 

. JL c 

w o 



3 

C 

3 

Im 

CL 

3 



a 

O 



cu au 



3 

-3 

O 

2 



£ H 
1 o 

3 t— > 

^ ■£ 
i 

o c 

£ O 



=s 

tn 

> 



C 

E 

o 

U 

3 

"3 



C 

.2 

3 

3 

E 

3 

E 

E 

o 

U 

3 

> 



<3 

ua 



ox. 
_c 
* C 

3 

> 

O 

3 



CL 

CL 

< 

-3 

C 

3 



3 

C 

o 

U 

on 

C 

O 

3 

3 

E 

3 

E 

E 

o 

3 

_3 

3 

H 



> 

£ 

oo 



oo 

ON 

m 

UU 



3 



00 
3 CZ 

’■3 15 

3 

2 « 
C 

— o 

5 "a| 

2 U 

* E- 

I ■§ 



Im 

o 

£ 



> 

£ 

00 



05 

C3 



00 

03 



Unit 3: Financial Functions 
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Competency 3.2: Perform accounting functions 
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Competency 3.3: Perform payroll functions 
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Competency 3.4: Perform banking functions 
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Unit 4: Records Management 
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Competency 4.2: Manage filing system 
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Unit 5 : Support Tasks 
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Competency 5.2: Receive visitors 
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Competency 5.3: Perform scheduling functions 
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Competency 5.4: Coordinate meeting and function arrangements 
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Competency 5.5: Generate minutes 
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Competency 5.6: Coordinate domestic and international travel plans 
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Competency 5 . 7 : Perform mail functions 
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Competency 5.8: Research information 
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Competency 5.9: Maintain employee records 
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Competency 5.10: Perform copying functions 
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Competency 5.12: Maintain office equipment and software 
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Competency 5.13: Improve quality and productivity in office 
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Competency 5.14: Maintain safe working environment 
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Competency 5.15: Assist in providing a productive office environment 
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Unit 6: Professionalism 
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Competency 6.2: Demonstrate behaviors appropriate to business or industry 
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Competency 6.3: Assist in achieving goals set by employing organization 
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Competency 6.4: Participate in professional development activities 
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